DEPARTMENT OF GENERAL SERVICES SCHEDULE
. DGS-550-1 Records Management Division NO.1406 - 19
REV. 7/86
l lPAGE
RECORDS RETENTION AND DISPOSAL SCHEDULE NO. 1 of 2
Department of Public Safety
and Correctional Services Division of Correction
Agency Division
Item
No. Description Retention
STATE USE INDUSTRIES SALES AREA:
1.| BID (REQUEST FOR QUOTATION) FILES
A. Contents
1. Copies of completed Bids Retain for two
2. Backup information (2) years at
3. Signature pages facility, then

send to State
Records Center
and retain for
five (5) years,
then destroy.
B. Continuous Bid Log Books

1. State of Maryland Log
‘ 2. Out-of-State Log

Contents of both Logs contain
control numbers.

2.| SALES REPRESENTATIVE ACTIVITY REPORTS

A. Weekly list of contacts Retain for two
B. Products discussed (2) years at
C. Action recommendations facility, then

send to State
Records Center
and retain for
five (5) years,
then destroy.

‘ Schedule Approved by Department, Schedule Authorized by

Agency, or Division epresentatlve c;
2o, EhumndC (A
1fe) gl 20 19,

o

Date Slgnature/f7 Title - | Date State Archivist




DGS-550-1A

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) SCHEDULE
NO.1406 - 19
PAGE
NO. 2 of 2
Item :
No. Description Retention
3.| OPEN ORDER REPORT
Contents: List of items on order Retain for two
with Customer number/name information; (2) years at
purchase order number, customer order facility then
number . send to State
Records Center
and retain for
five (5) years,
then destroy.
4.| CUSTOMER SERVICE FILES
A. Numerical files by customer order Retain for two
number which include original purchase (2) years at
orders and order entry data sheets. facility then
send to State
B. Pick-up/Exchange Forms: Control forms Records Center
used for customer/warehouse/other and retain for
errors, changes, or repairs five (5) years,
then destroy.
C. Batch Control Sheets: Record of
Purchase Orders sent to Data Entry
5.| COMMISSION WORKSHEET (year-to-date)
A. List of customers by number Retain for two
B. Accounting of total dollar volume (2) years at
generated by Customer facility, then
C. 1Itemized list of products/services send to State
bought by Customer Records Center
D. Costs of products/services and retain for
E. Profit realized on sale of five (5) years,
.products/services then destroy.
F. Total dollar amount generated by
Sales Representatives selling to
non-State agencies; this section
of the report is broken down into
Sales Regions
6.| SALES STATISTICS (year—-to-—-date)
Report by item which details Retain for two
Last Sale Date, Item Description, (2) years at
Quantity Sold Year-to-Date, Sales facility, then
Amount Year-to-Date, and Average Sales send to State
per Month. Records Center
and retain for
five (5) years,
then destroy.




JUSTRUCTIGNS - -TYPE OR PRINT A
SEPARATRE FORM FOR EACKH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULK -
(DGS 380-1)

RECORDS

DEFARTMENT OF GENERAL SERVICKS
7278 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

MANAGEMENT DIVISION

P.O. BOX 273 imnl_JL_or_éﬂ_

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services Division

2. DIVISION

3. UNIT

of Correction State Use Industries

DEF INI'T1ON - RECORD ml“-‘ GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPORES

4. RECORD SERIES TITLE

State Use Industries Sales Bid (Request for Quotation) Files

AND USED AS A UNIT ron

5. EARLIEST YEAR/LATEST YEAR
TO

’ 6. RECORD SERIES DESCRIPTION ‘.IIIFI-Y DESCRISE THE TYPES OF INPGMTION/DOCWTI/NM FOUND

N THE SERIES.

i BID (REQUEST FOR QUOTATION) FILES

| Contents
l. Copies of completed Bids
2. Backup information
3. Signature pages

INCLUDK THE PURPOSE OR FUNCTION OF THE SEFTES

B. . Continuous Bid Log Books
1. State of Maryland Log

2. Out-of-State Log

Contents of both Logs contain
control numbers.

7. RECORD SERIES FORMAT(S)

D LETTER SIZK O MICROFILM

O LEGAL SIZE O COMPUTER TAPK
O BouND BOOK U FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

O CHRONOLOGICAL,
O GEOGRAPHICAL
O OTHER(SPECIFY)

j I3
. VOLUME

8. RECORD SERIES BEQUENCE ’ _ b
O ALPHARKTICAL © FILE DRAYER(S)
_ O MICROFILY REEL(S)
O NUMERICAL O COMPUTER TAPE(S)

ROGEEN O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
'O FILE DRAWER(S)
O MICROFILM REEL(S)

KUNBER O COMPUTER TAPE(S)
O oTHER(SPECIFY)

?

»

1. piLE IS USED

;LDAHJ' 0 DAY

D MONTHLY

12. piLE BECOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)

)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM)

RUNEEN
14. 1S RECORD SERIKS DUPL ICATED ELSEWHERE?

t1r vyxs, sPEciry sagncyY or OFFice)
ODvyxs O NO

18. ACCESS RESTRICTIONS “OyEs O nNoO
{17 vyes, cI1TE LAW(S) & REauLATION(S)

16. AUDIT REQUIREMENTS

O NONE 7§snnt O FEDERAL 0 INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1P vRS.HPLAIN
' BRIRPLY ANRD DESCRIBE ANY HARD'ARI/ IOFTIARI)

Ovws O NO

Retain for two
(2) years at
facility, then
send. to State
Records Center
and retain for
five (5) years,
then destroy.

8. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

TELEPHONKE NUMEER

(301) 764-4113

21. DATE

S//q|

DGS $50-4 (REVISED 2/87)

4




IMSTRUCTIQNS - - TYPE OR PRINT A
SEPARATRE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥iITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVI1SION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

|

AGENCY RECORDS INVENTORY

lmﬁl_éL_OF.EL_

2. DIVISION

1. DEPARTMENT /AGENCY
. Public Safety and

Correctional Services

Division of Correction

3. UNIT
State Use Industries

DEFINITION -RECORD mlu.‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

! 4. RECORD SERIES TITLE

. State Use Industries Sales Representative Activity Reports 1o

REFERKNCE AS WELL AS RETENTION AND DISPOSITION PURPOSKS

8. EARLIEST YEAR/LATEST YEAR

| 6. RECORD SERIES DESCRIPTION ‘Illl'LT DESCRIBE THE TYPES OF INNMTION/DQCWT./NM FOUND

tN THE SERIES.

SALES REPRESENTATIVE ACTIVITY REPORTS

INCLUDE THME PURPOSE OR FUNCTION OF THE SEFiES)

| B.

A. Weekly list of contacts
Products discussed.
C. Action recommendations

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM
O LEGAL SIZE U COMFUTER TAPL

O BOUND BOOK O FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAPE
O OTHER( SPECIFY)

| 5. RECORD SERIES SEQUENCK
O ALPHABKTICAL

O NUMERICAL

O CHRONOL.OGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

: 3
5. VOLUME 3

S

O FILE DRAYE (8)
O MICROFILN REEL(S)
0 COMPUTER TAPE(S)

““““'Clcnlauwccuvx

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
KUMBENW O COMPUTER TAPE(S)

| 1. piLg 18 used

Q palLy WEEKLY 0 MONTHLY

O ONERISPECIFY)
FILE BECOMES INACTIVE AFTER
D MONTH(S) O YEAR(S)
RUOTEEN

12.

P

. 13. CURRENT LOCATION(S) (BLDG.,FLOCR, ROOM)

14. 1S RECORD SERIKS DUPL ICATED ELSEWHERE?

tir vxs, sreciry ramncy OR OFrFice)
Qvyes QO NO

18. ACCESS RESTRICTIONS ‘Cvyzs O nNO
(1w vyes, civ Lawls) & rEcuLATION(S)

16. AUDIT REQUIREMENTS

Q nonm "STAT! O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1p vRS.R)XPLAIN

BRIKFLY AND DESCRIAR ANY MARDEARK/SOFTWARE )

OYyES O NO

Retain for two
(2) years at

facility, then
send to State

Records Center
and retain for
five (5) years,
then destroy.

18. RECOMMENDED RETENTION

‘n. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

ST

DGS 330-4 (REVISED 2/87)

1




JSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIKS.

(DG8 330-1)

FORWARD
¥iTH RECORDS RETENT ION SCHEDULK

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOQRY

pace 3 or U

1 . DEPARTMENT /AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT
State Use Industries

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NOMMALLY FlLED

! 4. RECORD SERIES TITLE

REFERENCE AS NELL A9 RETENTION AND g].mg

: State Use Industries Open Order Report

AND USED AS A UNIT FOR
ITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

TO

‘IN THE SERIES.

¢. RECORD SERIES DESCRIPTION (Ill.rl.? DESCRIBE THE TYPES OF INPORIATION/DOCWTI/POM FOUND
INCLUDE TME PURPOSE OR FUNCTION OF THK sEries)

OPEN ORDER REPORT

Contents:

List of items on order
with Customer number/name information;
purchase order number, customer order
number.

7. RECORD SERIES FORMAT(S)
O LETTER S12E O MICROFILM
O LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPK

O OTHER({ SPECIFY)

8. RECORD SERIES SEQUIENCK
0 ALPHABETICAL
© O NUMERICAL
0 CHRONOLOGICAL,

: E
5. voLUME b

Drwu:nnnr~(s)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

“ﬁnﬁtt!antnurtcuy)

0 GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FiLE DRAWER(S)
O MICROFILM REEL(S)
RUMBEN O COMPUTER TAPE(S)

O oreER(SPECIFY)

FILE BECOMKS INACTIVE AFTER
O MONTH(S)

C YEAR(S)

| 11. pix 1S useD 12.

DAILY 0 wEmQLY O MONTHLY R
— .
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROCM) 14.

D yes O NO

18 RECORD SERIKS DUPL ICATED ELSEWHERE?
tir v, sPrcCiIFY sraENCY OR OFFicE])

18. ACCESS RESTRICTIONS

‘0 YRS
{1» vyes, ciTE LAWS) & REGuLATIONIS)

AUDIT REQUIREMENTS

O moNk YFSTATE O FEDERAL O INDEPENDENT

17.

Ovyes O No

1S AN INDEX SYSTEM USED? {1r YRS.D)XPLAIN
BRIEFLY AND DESCRLIRR.ANY HARDBRARE/SOFTWARK )

18. RECOMMENDED RETENT ION

Retain for two
(2) years at
facility then
send to State
Records Center
and retain for
five (5) years,
then destroy.

.D. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONKE NUMEER

(3Q1) 764-4113 .

PGS 350-4 (REVISED 2/87)

i

Sh9




USIRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACHM NEY OR

REVISED RECORD SERIKS. FORWARD
WITH RECORDS RETENTION SCHEDWLK
(DGS 850-1)

r.0.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

ruﬁ:'_ﬁt_or_fz_

1. DEFARTMENT /AGENCY
Public Safety and
Correctional Services

" 2. DIVISION

Division of Correction

3. WNIT
State Use Industries

DEF INITION - RECORD ml“-‘ GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSKS

4. RECORD SERIES TITLE

State Use Industries Customer Service Files

AND USED AS A UNIT FOR

3. EARLIEST YEAR/LATEST YEAR
TO

| . RECORD SERIES DESCRIPTION (SRIEFLY DESCRIBR THK TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

INCLUBE THE PURPOSE OR FUNCTION OF TME sEries )

Numerical files by customer order

Control forms

Record of

AI : '
number which include original purchase
‘ ‘ orders and order entry data sheets.
.B. Pick-up/Exchange Forms:
used for customer/warehogse/other
" errors, changes, or repairs
C. Batch Control Sheets:

Purchase Orders sent to Data Entry

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE D MICROFILM

O LEGAL SIZE U COMFUTER TAPE
O BOUND BOOK O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY) -

8. RECORD SERIES SEQUIENCE
0 ALPHAEKTICAL
Q MICQL
O CHRONOLOGICAL
O GEOGRAPMICAL
O OTHER{SPECIFY)

) 3
VOLUMK b
O FILE DRAYER(S)
O MICROFILE REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

QO FILE DRAWER{S)
O MICROFILM REEL(S)
RUMEENW O COMPUTER TAPE(S)

O OTHER(SPECIFY)

9

il. piLE 1S USED

Ly 0 Enay O MONTHLY

12. piLE BECOMES INACTIVE AFTER.

| o

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

O MONTH(S) O YEAR(S)
ﬂ!!lﬂ[

14. 1S RECORD SEYRIES DUPL ICATED ELSEWHERE?

t1» vxs, seecirFY sazncy Or OFrick)
OCvyes O NO

ACCESS RESTRICTIONS O vYEs O NoO
(v yes, c17x Lawl{s) & nEauLATION.S)

16. AUDIT REQUIREMENTS

O noNE )‘anmlt O FEDERAL [ INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i1p vS.mXPLAIN
BRIEFLY AND DESCRTBN ANY HARDBARE/SOFTWAREK )

Cvyxs O nNo

Retain for two
(2) years at
facility then
send to State
Records Center
and retain for
five (5) years,
then destroy.

18. RECOMMENDED RETENT ION

2. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

s 1

DGS $30-4 (REVISED 2/87)
p




JNSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULK
(DGS 380-1)

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 VWATERLOO ROAD

BOX 278
JESSUP, MARYLAND 2079%4

P.O.

AGENCY RECORDS INVENTORY

mut,iz;or_éL_

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

State Use Industries

. WNIT

DEF INITION -RECORD m‘n.l GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

State Use Industries Commission Worksheet (Year-to-date)

REFERENCE AS UELL AS RETENTION AND DISPOS

AND USED AS A UNIT Fom
LIION PURFOBES

. EARLIEST YEAR/LATEST YEAR
TO

A.
B.

C'

D.
E.

THE SERIES.

List of customers by number

: ¢. RECORD SERIES DESCRIPTION . (.lllPl..Y DESCRIBE THE TYPES OF INWMTIM/MMTIINM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Accounting of total dollar volume

generated by Customer

Itemized list of products/services

bought by Customer
Costs of products/services
Profit realized on sale of
products/services

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE O MICROFILM

0 LEGAL SIZE O COMPUTER TAPE
O BOUND BOOK 0O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER( SPECIFY)

O ALPHABETICAL
O NUMERICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER({SPECIFY)

. voLuME

3
¥

O FILE DRA¥ (8)
O MICROFILY REEL(S)
O COMPUTER TAPE(S)

“anﬁwtldntauw:cuv)

10. ANNUAL ACCUMULAT ION

O FILE DRAYER(S)

O MICROFILM REEL(S)
RUIBER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

?

1. piLe 1S uUsED

0 palLY

0 DAy

VIR

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

—RUBEEN

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

IS RECORD SERIES DUPL ICATED ELSEWHERE?

ti1r vyxs, sPEciPY s0ENCY OR OFFicE)
Ovyes O NO

ACCESS RESTRICTIONS
lir vyms, ci17Tx LAW|S) & rEauLaTION(S)

AUDIT REQUIREMENTS

O NONE '%S'TATI O FEDERAL O INDEPENDENT

17.

OYES O No

IS AN INDEX SYSTEM USED? (1P YRS.EXPLAIN
BRIRFLY AND DESCRIEBE ANY MHARDBARE/SOFTWARE )

RECOMMENDED RETENT ION

Retain for two
(2) years at
facility, then
send to State
Records Center
and retain for
five (5) years,
then destroy.

.‘lrn.lww14nm TITLE OF PREPARER
Myles Carpeneto, Director of

Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

DGS 3350-4 (REVISED 2/07)

]




SHSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REV ISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGB 380-1)

P.O.

DEFARTMENT OF GENERAL SERVICKS
RECORDS MANAGEMENT DIVISION
7273 VWATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _ﬁl_or b

——

1. DEFARTMENT /AGENCY 2. DIVISION
Public Safety and

Correctional Services

Division of Correction

3. UNIT
State Use Industries

DEFINITION-RECORD SERIES.”A OROUP OF RELATED AECORDS NORMALLY FILED AND USED AS A UNIT FOR

r‘. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND p|ggg*;;;gu_zg.gg...4,

5. EARLIEST YEAR/LATEST YEAR

. State Use Industries Sales Statistics (Year-to-Date) TO

Last Sale Date,

Amount Year-to-Date,
per Month.

) ¢. RECORD SERIES DESCRIPTION ‘IIIIPLY DRSCRIBE THE TYPES OF lNPOIﬂA‘I‘lON/DOCMTI/”M FOUND

INCLUDKE TME PURPOSE OR PFUNCTION OF THE SEFIES

Report by item which details

Item Description,
Quantity Sold Year-to-Date, Sales

and Average Sales

7. REKCORD SERIES FORMAT(S)

O LETTER SI1ZK O MICROFILM

0 LEGAL S1ZE O COMPUTER TAPK
O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE
0 OTHER(SPECIFY)

6. RECORD SERIKS SEQUENCK ’. VoL b
O ALPHABKTICAL
O MAMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

O rFILE (8)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

ﬁﬂnm'lﬂantnu#tcuv)

10. ANNUAL ACCUMULAT ION

" O FILE DRAWER(S)
0O MICROFILM REEL(S)

KUNEEW O COMPUTER TAPE(S)
0 OTMER(SPECIFY)

L1 p1g 13 useD 12. FILE BECOMES INACTIVE AFTER
‘ O palLY 0 wEmayY ﬁ- ' O MONTH(S) O YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERILS DUPLICATED ELSEWHERE?

tir ves, sPrciPFY samNcY OR OFFiCE)
Ovyes D NO

18. ACCESS RESTRICTIONS ‘OCyxs O NO
(1P vyes, ciTe Law(s) & rEauLATION(S)

16. AUDIT REQUIREMENTS

O NONX yCSMWt O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1pF vES.ZXPLAIN

BRIEFLY AND DESCRIBR ANY MARDRARE/SOFTWAREK )

OyEs O NO

Retain for two
(2) years at
facility, then
send to State
Records Center
~and retain for
five (5) years,
then destroy.

18. RECOMMENDED RETENT ION

.u. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER 21

. DATE jjﬂﬁw

DGS 5350-4 (REVISED 2/87)
4




